
Adding a Contact and /or a Licensed Professional 
 
  

 Adding a Contact  
A contact can be added or removed from a permit or application using the following steps. Please note 

that adding a contact is NOT the same as adding a Licensed Professional (these steps are included in 

this handout in the next section). 

The following steps are to add a contact such as General Contractor, Escrow Owner, Authorized Agent 

(for Escrow), or an Engineer.  

1. Login to your ACA account and go to record details and select create amendment. 

 

 

  



2. Select add/remove contact then continue application 

 

 

 

3. Enter the reason for change and description of change request are required 

 

4. Use the Look Up feature to find the contact, or if it’s a new contact, you can select add new and 

create the contact. Please keep in mind that if the contact already has an online account, you 

must select the correct one.   

Note: General Contractor- the system allows this contact type to add Licensed Professionals to the 

Permit. This person is not authorized to schedule inspections for trade permits (plumbing, mechanical, 

electrical).  



 

 

5. Look up by search criteria available. You can use First Name, Last Name or Business Name.  

 

 

6. Select the desired contact name. 



 

 

 

7. Update the contact type to general contractor and select the Mailing address for this contact. 

 

 

 

 

 



8. Contact (General Contractor) will then display on contact list 

 

  



9. Continue through the application, confirm changes and submit the application request. A record 

issuance page will generate with a Record ID to confirm changes were made.  The General 

Contractor should then be able to login and access the record to add licensed professionals.  

 

 

10. The General Contractor will then have to login to their account in Citizen Access and select my 

records to view the record application and/or permit where they were added. 

 

 

 



Adding a Licensed Professional  
This is the process you use to add a trade professional for Mechanical, Electrical or Plumbing, Sidewalk 

and Curb inspections.   

1.  You go to the record application or permit you wish to add the Licensed Professional to. Click  

Amendment.  

   

 

2. Another option is to open the record and navigate to the bottom of the summary page and click 

Create Amendment.  

 

 



3. From amendment button, select add/remove contact and continue application 

 

 

4. Enter reason and description of contact changes being made. Select Continue Application.  

 

 

 

 

5. On the next page, you will see the all contacts already on record. NOTE: Do not add a Licensed 

Professional to the Contact List. Please proceed to the next section titled: LICENSED 

PROFESSIONAL LIST 

6. The LICENSED PROFESSIONAL LIST is where you will add the license holder. You will need to 

add the individual (not the company).   



 

 

7. Click Look Up in Licensed Professional List to search for professionals that are going to added.  

 

 

 

 

 

 

 

 

 



8. You can then search by license type, license number OR first and last name of the Licensed 

Professional.   

 

 

9. Results will display, you then select your Licensed professional and Click Continue Application.  



 

 

 

10. Licensed professional will display. Select Continue Application. 

 

 

11. Review summary of changes/updates. Once changes are confirmed, select the 

acknowledgement box and select Continue Application to submit record.  



 

 

12. Record issuance page will confirm application submitted and a record ID will be generated.  

 

 


